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FULL APPLICATION WALKTHROUGH  
This document will guide applicants through the process of submitting a Full Application for the 
Lansing CARES Small Business Assistance Program. Prior to submitting a Full Application, you 
must submit a Pre-Application at www.lansingmi.gov/smallbusiness.  
 
The Full Application asks more information of applicants than the Pre-Application. The Full 
Application requests the information necessary for underwriting and review of your loan 
request, as required by the US Department of Housing and Urban Development. You are highly 
encouraged to review the Full Application Info Document at www.lansingmi.gov/smallbusiness 
prior to beginning your Full Application.  
 
Technical Assistance may be available to assist you in preparing the necessary information. 
Details about how to request technical assistance will be provided at the mandatory Disaster 
Planning session. The link to register for a Disaster Planning session is provided in the email 
inviting you to complete a Full Application. 
 
Applicants must submit their complete Full Application by the date provided in the email invite.   
 
Due to volume of loan requests, it may take several weeks to process your Full Application after 
it has been submitted. Thank you for your patience.  
 
This document walks through the process of completing the Full Application.  
 
Step 1 
When you are invited to complete a Full Application, you will receive an email with a link to Full 
Application in it. Please read this email carefully. Click the link to the Full Application 
(www.purelansing.com/lcp-application/).  
 
Step 2 
Log in using the email or username and password you created to complete the Pre-Application.  
 
Step 3 
You are now beginning your Full Application. Questions will be shown on several screens, and 
you may monitor your progress using the progress bar at the top of each page.  
 
Each page will have a “Next” button and a “Save and Continue Later” button. Clicking “Next” 
will save your work and bring you to the next page of the Full Application. Clicking “Save and 
Continue Later” will save your work and allow you to return to the Full Application at another 
time. It will NOT submit your Full Application. To learn how to use the “Save and Continue 
Later” feature, please see the Pre-Application Walkthrough document page 14.  
 

http://www.lansingmi.gov/smallbusiness
http://www.lansingmi.gov/smallbusiness
http://www.purelansing.com/lcp-application/
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To continue your Full Application, click “Next.” 
 

 
Step 4 
Fill out your applicant and business contact information. Be sure to use contact information 
that you monitor regularly.  
 
If you do not yet have a DUNS number, register for one now using the link provided in the 
application. This will be required prior to any award being made.  
 
Click “Next.” 
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Step 5 
Next, complete the certifications. Click “Next.” 

 
Step 6 
Next, complete the Tax and Code Acknowledgments. Click “Next.” 
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Step 7 
Next, complete the Business Operations and Registrations Acknowledgements. Click “Next.” 

 
Step 8 
Next, complete the Business Information questions. Click “Next.” 

 
Step 9 
Continue answering questions. Click “Next.”
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Step 10 
Enter Business Employment Information. Click “Next.” 

 
Step 11 
Continue answering the questions. Click “Next.”

 
Step 12 
Respond to the narrative questions. There is no word limit. Please respond completely and 
concisely. Also, enter the loan amount you are requesting. This may be different than what you 
requested in the Pre-Application. Click “Next.” 
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Step 13 
Answer the Conflict of Interest Disclosure. Click “Next.” 

 
Step 14 
The Full Application requires multiple attachments to be uploaded. If possible, please upload as 
a pdf and complete the forms electronically.  
 
These attachments can be downloaded ahead of time. They are linked to in the Full Application 
Info Document. If you do not have all of the forms completed before you start the Full 
Application, you may use the “Save and Continue Later” function to save your progress and 
return to complete the application at a later date.  
 
If you need assistance completing these forms, we recommend that you request technical 
assistance utilizing the form and information provided during the Disaster Planning Training 
Session with Best Practices Consulting Services. Technical assistance capacity is limited, so 
applicants that request it are not guaranteed technical assistance.  
 
Some questions, such as #32, have a form you can download by clicking on the link.  

 
Download the form, save it to your computer, complete the form, save again, and re-upload by 
clicking “Choose File.”  
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Questions like #36 that say “Select Files” allow you to upload more than one document if 
necessary. 

  
 
Once you have uploaded all of the necessary forms and attachments, click “Next.” 
 
Step 15 
If your loan request was equal to or greater than $20,000, you will need to upload management 
resumes for the business owners as well as tax returns for the previous two years. If your loan 
request is less than $20,000, you will skip this step.  
 
Upload the documents and click “Next.” 
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Step 16 
Numbers 46-48 are optional. Please provide these attachments as they are available and 
applicable.  
 
For #47, provide evidence of approval or denial for other funding sources applied for. This 
includes any local, regional, state, or federal grant or loan programs (e.g. Paycheck Protection 
Program (PPP), Insurance Claims, MEDC-LEAP Small Business Relief/Restart/Survival/Stages 
Grants or Loans, City of Lansing-LEDC COVID-19 Rescue Fund Grant. An email screenshot would 
suffice.  
 
Click “Next.” 

 
Step 17 
Complete the Public Information Acknowledgements, Credit and Additional Information, 
General Terms and Conditions of Applying and Loans Awards, and Certifications and 
Communication sections.  
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Sign with your electronic signature by typing your name. When you are done with the 
application, click “Submit.” Once you have submitted your application, no changes may be 
made. 

  
 
Step 18 
Congratulations, you have submitted your Full Application! It may take several weeks for your 
application to be processed and reviewed. Please monitor your email inbox and junk folders 
regularly. We will reach out with any additional requests for information and next steps. Please 
do not contact us to check the status of your application.  
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Step 19 
You can monitor the status of your application by clicking the “Application Status page” link.  

 
This will lead you to this page. Under “Step” it will say “Submitted.” Under “Status” it will say 
“Pending.” This means your application is under review. 

 
 
 
Note: This document is for demonstration purposes only and may be updated as necessary. 
Please refer to the Full Application Info Document for further guidance. Applicant is responsible 
for providing complete and accurate information on all application documents and any 
additional information as requested.   


